





























1962 INDEX OF THE Cecrillty 


BOOK REVIEWS 
Accounting 
Accounting Principles 8th Ed., by Noble 
& Niswonger, South-Western 1961; 
Nov., p. 27 
Accounting Theory and Practice: In- 
troductory, by Milroy and Walden, 
Houghton Mifflin; Sept., p. 29 
Income Tax Procedure, by Niswonger 
and Bower, South-Western; Feb., p. 10 
Payroll Records & Accounting, by Sher- 
wood, Pendery & Keeling, South- 
Western; Sept., p. 18 
Principles of Accounting, by Wixon & 
Cox, The Ronald Press; Mar., p. 10 
Business Administration 
An Introduction to Analysis and Policy, 
by Prentice-Hall; July, p. 18 
Introduction to Business, Glos-Baker, 
South-Western; July, p. 18 
Management Principles and Practices, by 
McFarland, Macmillan; May, p. 29 


Business Law 


Modern Business Law, by A. Lincoln 
Lavine, Prentice-Hall; Feb., p. 10 


Human Relations 
Personal Adjustment to Business, by 
James Gates and Harold Miller, Pren- 
tice-Hall; Sept., p. 29 
Personality and Human Relations, com- 
piled by Adam Sferra, Mary Elizabeth 
Wright, and Louis A. Rice, Gregg 
Publishing Division, McGraw-Hill, 
Mar., p. 10 
Sizing Up People, by Laird & Laird, Mc- 
Graw-Hill; May, p. 29 
Techniques of Delegates, The, by Laird 
& Laird, McGraw-Hill; Apr., p. 25 
Memory 
Famous Roth Memory Course, The, 1961 
Ed., by David M. Roth, Motivation, 
Inc.; Oct., p. 26 — 
Secretarial Procedures and Skills 
Applied Secretarial Practice, by Gregg, 
Fries, Rowe & Travis, McGraw-Hill; 
Mar., p. 10 
Complete Secretary’s Handbook, by 
Doris and Miller, Prentice-Hall; July, 
p. 18 
Effective Communication in Business, by 
Robert A. Aurner, South-Western; 
Mar., p. 10 
Effective Secretarial Practices, by Beam- 
er, Hanna, and Popham; South-West- 
ern, 1961; Oct., p. 26 


DECEMBER, 1962 


Filing and Finding, by Selden, Straub 
and Porter, with “Job Sheets and 
Tests” manual, Prentice-Hall; Feb., p. 
10 

How to Be an Effective Executive Secre- 
tary, by Becker, Harper & Brothers, 
1962; Oct., p. 26 

How to Use Adding Machines, by Mee- 
han and Kahn, McGraw-Hill 1962; 
Nov., p. 27 

Office Management, by Hicke and Place, 
Allyn and Bacon; Feb., p. 11 

Reference Manual for Office Employees, 
4th Ed., by Larsen and Kobele, South- 
Western 1959; Nov., p. 27 

Report Writing for Business, by Lesikar, 
Richard D. Irwin, Inc.; Sept., p. 29 

Secretarial Practice for Colleges, by Lee, 
Dickinson, and Brower, Gregg Pub- 
lishing Division, McGraw-Hill; Apr., 
p. 25 

Standard Handbook for Secretaries, by 
Hutchinson, McGraw-Hill; May, p. 29 


BOSS OF THE YEAR, 
INTERNATIONAL 
1962 Award, June, p. 4 


BUSINESS ADMINISTRATION 
The Corporate Ladder, Jan., p. 4 
Economics Quickie Quiz, Apr., p. 14 
Secretaries Are Boss for a Day, Mar., 
.4 
ohn II, CPS Study Outline, Jan., p. 12 
BUSINESS CORRESPONDENCE 
Quickie Quiz, Sept., p. 28 
CERTIFIED PROFESSIONAL 
SECRETARY 
Attitude, Sept., p. 26 
Basic Regulations, July, p. 10 
CPS Dinner Event at Convention Goes 
International, June, p. 31 
CPS Notebook—Preparing, Oct., p. 14 
CPS=The Plus Factor, Oct., p. 6 
CPS Seminars, June, p. 33 
CPS Statistics, Oct., p. 8, 22 
Examination Regulations, June, p. 6 
Management Looks at the CPS Program, 
Dec., p. 22 
Memo to CPS Candidates, Feb., p. 6 
Nomenclature and Use of CPS Designa- 
tion, May, p. 23 
Problems Facing Secretaries and How 
CPS Program Can Help to Solve 
Them, Nov., p. 12 
Questions About Examination, Jan., p. 10 


Secretarial Skills, Section V, Oct., p. 29 
249 CPS’s in 1962, Oct., p. 24 
Types of Questions Included in Exam- 
ination, Apr., p. 30 
What Is It? Dec., p. 13 
CPS STUDY OUTLINE 
Section II. Business Administration, Jan., 
p. 12 
COMMUNICATIONS 
Are You Communicating, Jan., p. 14 
Better Letters, Dec., p. 4 
Business Correspondence, Quickie Quiz, 
Sept., p. 28 
CONFERENCES AND MEETINGS 
1962 Division Meetings, Mar., p. 34 
CONVENTION, ANNUAL 
Attend a Forum a Day, Mar., p. 38 
Chicago, Jan., p. 20 
Chicago, Chicago, 
Town, Sept., p. 4 
Greetings from John F. Kennedy, Presi- 
dent of the U. S., Sept., p. 5 
Letter from Convention Publicity Chair- 
man, June, p. 30 
1962 Convention Highlights, Apr., p. 28 
Pre- and Post-Convention Tours, Mar., 
p- 32 
Proposed Business Agenda, May, p. 30 
Registration Form, Apr., p. 27; May, p. 
32 
17th Annual Convention 
tarian, July, p. 17 
EXCERPTS FROM THE 
17th ANNUAL CONVENTION 
Annual CPS Dinner Meeting Address, 
“The Secretary’s Perspective in To- 
day’s World,” by Robert E. Slaughter, 
Sept., p. 12 
Awards, Sept., p. 18 
Denver Invites You, Nov., cover 
18th Annual International Convention 
Coordinator, Oct., p. 32 
Forum, “The Art of Appreciating Art,” 
by Kenneth E. Hudson, Sept., p. 10 
Forum, “It’s Your Future—What About 
It?” by Glen Massman, Sept., p. 9 
Forum, “Stepladder to the Stars,” by 
George Scott Speer, Sept., p. 11 
Forum, “Where Do We Go From 
Here?” by Alex Dreier, Sept., p. 8 
In Memory of Deceased Members, Sept., 
. 15 
ane Address, “Three Worlds,” by 
Norman Ross, Sept., p. 7 
Secretary of the Year, Sept., p. 20 


That Wonderful 


Parliamen- 
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FINANCE 
Accounting Quickie Quiz, June, p. 28 
Business Mathematics, Quickie Quiz, 
Oct., p. 23 
Money Talks, May, p. 1+ 
FUTURE SECRETARIES 
ASSOCIATION 
Letter from Mrs. Lily M. (Sunny) 
Fraser, CPS, Chairman, Intl. FSA 
Committee, Sept., p. 24 
New Sights Ahead with the Future 
Secretaries Association, June, p. 12 


GROOMING 
White Gloves are “Hallmark,” Jan., p. 5 
HUMAN RELATIONS (See Also 
PERSONAL ADJUSTMENT) 
A Secretary’s Lot is a Happy One—Or 
Is It? Apr., p. 4 
Human Relations and Practical Judg- 
ment, Quickie Quiz, July, p. 20 
Success, You Can Make It Happen, by 
Patrick B. Comer, Oct., p. 20 
INSTITUTE FOR — 
CERTIFYING SECRETARIES 
Canadian Associate, Jan., p. 32 
“. . . from such a seed,” Oct. p. 4 
Members of Institute for Certifying 
Secretaries, Oct., p. 18 
Seminars for 1962, Feb., p. 6 
Seminars—Human Relations—World Af- 
fairs, Mar., 6, Nov., p. 18 and p. 20 
JOB DESCRIPTION AND 
EVALUATION 
Guideposts to Secretarial Excellence, 
June, p. 10 
LAW 
Business Law, Quickie Quiz, May, p. 8 
MANAGEMENT 
The Woman Executive—Who Is She? 
Feb., p. 12 
MEASUREMENT 
History by the Yard, Apr., p. 26 
NATIONAL DEFENSE 
Fallout, July, p. 6 
Fallout, Radiation, and Survival—Science 
Project, July, p. 8 
NATIONAL SECRETARIES 
ASSOCIATION, THE 
Candidates for International Office, May, 
p. 24 
1962-63 International Committee Chair- 
men, Sept., p. 22 
HEADQUARTERS 
Assistant Executive Secretary, Jan., p. 32 
Project 7011, June, p. 8 
MEMBERSHIP 
Membership Growth Unlimited, Feb., 
p. 8 
New Chapters, Mar., p. 37; June, p. 32 
NSA—The Professional Way, Nov., p. 4 
Our 20th Year, May, p. 2, cover 
Redistricting in NSA, Feb., p. 18 
HOME TRUST FUND 
Holidays for Secretaries, Jan. p. 
Feb., p. 5 
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News, Sept., p. 25 

NSA in the International Standards Or- 
ganization, Nov., p. 10 

The NSA Home, Feb., p. 16 

Nuit Jolie a la Martinique, Feb., p. 22 

Trustees, 1962-63, Sept., p. 30 


OFFICE MANAGEMENT 
Moving Day at the Office, Nov., p. 28 
The Pernicious Paperwork Problem, 
July, p. 4 
Quickie Quiz, Nov., p. 15 
The Team That Turns the Wheel, 
Apr., p. 22 


PERSONAL ADJUSTMENT (See also 
HUMAN RELATIONS) 
The “Attibug,” July, p. 24 
Getting Along with One Another in 
the Office, Jan., p. 22 
How is Your Self-Confidence? Jan., p. 19 
Office Courtesy, Jan., p. 26 
Relaxation in Daily Living, Nov., p. 24 
Seeing the Full Scope of Your Job, 
Nov., p. 6 
Take a Giant Step, Jan., p. 6 
You for Understanding, Dec., p. 8 


POSTAL SERVICE 
Hager Chapter Assists Post Office De- 
partment, Mar., p. 29 
Join NIMS for Profits, Mar., p. 28 


PROGRAM OF THE MONTH 

Are You Communicating?, Jan., p. 14 

The Case Discussion, Nov., p. 14 

Films, June, p. 22 

Instructions: Giving and Taking—So 
What?, Mar., p. 30 

Liberal Arts and You, May, p. 12 

Rapid Reading, Apr., p. 24 

You and the Library, Oct., p. 28 

QUIZZES 

Accounting, June, p. 28 

Business Correspondence, Sept., p. 28 

Business Law, May, p. 8 

Business Mathematics, Oct., p. 23 

Could You Pass the Naturalization Test 
to Become a U. S. Citizen? July, p. 32 

Economics, Apr., p. 14 

Human Relations and Personal Adjust- 
ment, Feb., p. 20, and July, p. 20 
Mar.,, p. 31 

Office Management, Nov., p. 15 


SECRETARIAL PROFESSION 
A Portrait of the Professional Secretary, 
Jan., p. 8 
Miss Assistant President, Dec., p. 14 
Twentieth Century Secretary, May, p. 
20 
What Does Management Expect of a 
Secretary, Apr., p. 16 
Your Country Needs You, June, p. 4 
You Could Be Swinging on a Star, Jan., 
p. 3 
SECRETARIES 
A Salary Administrator Looks at Secre- 
taries, Mar., p. 12 


Like Mother, Like Daughter—Both Sec- 
retaries, June, p. 16 
1942-1962 Charter Member, May, p. 6 
Recognition of the Secretary’s Role, 
May, p. 10 
Secretaries Around the World, Mar., 
p. 14 
The Secretary in Architecture, July, p. 
9? 
The Secretary in Construction, Oct., p. 
16 
The Secretary in Music, Dec., p. 16 
The Secretary in Nuclear Reactors, 
Apr., p. 19 
The Secretary in Public Health, June, 
p. 26 
The Secretary in Retailing, May, p. 16 
The Secretary Underground, Nov., p. 
16 
The Secretary in the White House, Jan., 
p. 16 
SECRETARIES AROUND 
THE WORLD 
A Survey of Secretaries Around the 
World, Mar., p. 14 
Hands of Friendship Around the World, 
Mar., p. 27 
Overseas Secretarial Employment, Mar., 
p. 26 
SECRETARIES WEEK 
BEMA Co-Sponsors Secretaries Week, 
Feb., p. 26 
SECRETARY-OF-THE-YEAR 
1961 SOTY Meets the Press, Feb., p. 14 
1962 SOTY, District Finalists and Di- 
vision Winners, July, p. 16 
Secretary-of-the-Year, by Mrs. Margaret 
Simonel, Sept., p. 20 


SECRETARY MAGAZINE, THE 
Anonymous Reader Survey of The Sec- 
retary, Sept., p. 31 
How to Select and Submit Material for 
Publication, Sept., p. 30 
Letter to Editor, Mar., p. 35 


SEMANTICS 
The Meaning of Meaning, Apr., p. 10 


SHORTHAND FORMS 
Space Age Vocabularly, July, p. 30 


TRAVEL( See also NSA Home 
Trust Fund) 
Post-Convention Tour Around Lake 
Michigan, June, p. 32 
WHAT'S NEW FOR 
THE SECRETARY 
(New Products and Methods for Secretar- 
ies prior to Sept. 62) 
Jan., p. 31; Feb., p. 3; Oct., p. 27; Nov., 
p: 23; Dec, p. 27 
WORK SIMPLIFICATION 
Today’s Office Indicates Some New Di- 
rections for Tomorrow, July, p. 26 
What Am I Doing About It?, May p. 18 
You Can Grow Through Scheduling, 
Mar., p. 8 








